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ARTICLE I.  ASSURANCES SPECIFIC TO HICAP 
 

A. The Contractor shall assure, either as a HICAP direct services or contracted 
services, that the following conditions are met: 

 
1. Services are provided only to the defined Eligible Service Population. 

 
2. Staffing shall be adequate to cover all contract requirements and timelines 

of the Program.  The Program Manager shall manage the Program at 
least thirty-two (32) hours per week.  The equivalent of at least one half-
time paid Volunteer Coordinator shall assist the Program Manager in 
coordinating the activities of volunteers. 
 

3. Assure that the Program Manager for HICAP has general oversight of the 
HICAP services and sole authority to recommend persons for HICAP 
Counselor registration, to file industry complaints, and to refer HICAP 
clients to legal services. 
 

4. Provide that all persons affiliated with the Program and who are 
counseling, including paid personnel and volunteers, are trained and 
registered with the State as HICAP Counselors in accordance with laws, 
regulations, and the HICAP Program Manual. 

 
B. The Contractor shall assure, either as a HICAP direct services or contracted 

services, compliance with the State Conflict of Interest Requirements as they 
pertain to HICAP services as follows: 
 
1. The Contractor shall assure that project staff and volunteers do not 

engage in the solicitation of insurance; nor endorse any Medicare 
supplement, long-term care, or other insurance policies or plans; nor 
endorse the services of any insurer or managed care plan, claims 
processing organization, or other enterprise that could benefit from 
activities conducted by the HICAP.  All project staff and volunteers shall 
provide HICAP educational services in a manner that is objective and 
impartial and provide counseling consistent with the best interests of the 
clients and which preserves the independent decision-making 
responsibilities of the client. 

 
2. The Contractor shall assure that the project, project staff, and volunteers 

shall not have a conflict of interest such as, but not limited to, a business 
relationship with insurers, health plans, or organizations posing a conflict 
of interest.  The Contractor shall assure that project staff and volunteers 
do not accept money or gifts from the clientele in exchange for services in 
accordance with CDA guidance on conflict of interest and the HICAP 
Program Manual. 
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ARTICLE I.  ASSURANCES SPECIFIC TO HICAP (Continued) 
 

3. The Contractor shall take all reasonable and necessary measures to 
assure that advisors, employees, and volunteers associated with the 
operation of HICAP agree to act in a manner so as to prevent the 
appearance of impropriety, or any other act which would place in jeopardy 
HICAP's reputation as an independent and impartial program.  The 
Contractor shall assure that advisors and governing board members shall 
recuse themselves from HICAP business if they are employed by, or 
receive compensation from, the health insurance or managed health care 
industries.  This shall not preclude the Contractor from soliciting program 
contributions from entities that do not pose a conflict of interest. 
 

C. The Contractor shall assure that the following publication conditions are met: 
 

Materials published or transferred by the Contractor and financed with funds 
under this Agreement shall: 

 
1. Use the SHIP logo and tagline on all publications. 

 
2. Identify the name of the entity, the address, and telephone number at 

which the supporting data is available. 
 

3. Acknowledge the support of CDA in writing, whenever publicizing the work 
under this Agreement in any media. 

 
D. CDA may require prior approval and may control the location, cost, dates, 

agenda, instructors, instructional materials, and attendees at any reimbursable 
training seminar workshop or conference conducted by the Contractor in relation 
to the program funded through this Contract.  CDA may also maintain control 
over any reimbursable publicity, or education materials to be made available for 
distribution. 

 
ARTICLE II.  REPORTING PROVISIONS 

 
A. The Contractor shall ensure, either as a direct services or contracted services 

HICAP, that program data is entered into the State HICAP Automated Reporting 
Program (SHARP) in accordance with CDA requirements 
[Welf. & Inst. Code § 9541(c)(8)].  Data entered must be timely, complete, 
accurate, and verifiable. 
 
1. The Contractor shall review and approve program performance data 

entered into SHARP. 
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ARTICLE II.  REPORTING PROVISIONS (Continued) 
 
2. The Contractor shall review and approve program performance data in the 

following manner: 
 
a. The Contractor shall certify by email to the Contractor’s assigned 

CDA HICAP Team Analyst that the Contractor has reviewed and 
approved the data by the 15th day of each month following the 
reporting period for the length of this Agreement, as follows: 

 

Reporting Period Due Date 

April 1 – April 30 May 15 

May 1 – May 31 June 15 

June 1 – June 30 July 15  

July 1 – July 31 August 15 

August 1 – August 31 September 15 

September 1 – September 30 October 15 

October 1 – October 31 November 15 

November 1 – November 30 December 15 

December 1 – December 31 January 15 

January 1 – January 31 February 15 

February 1 – February 28 March 15 

March 1 – March 31 April 15 

 
b. If the Contractor fails to send an email to the CDA HICAP Team 

verifying it has reviewed and approved program data by the due 
date, CDA will assume the Area Agency on Aging (AAA) has 
reviewed and approved the data and will use the AAA data for 
submission to the federal National Performance Report system. 
 

B. The Contractor shall train and orient staff and subcontractor’s staff, either as a 
direct services or contracted services HICAP, regarding program data collection 
and reporting requirements.  The Contractor shall have cross-trained staff in the 
event of planned or unplanned prolonged absences to ensure timely and 
accurate submission of data.  [45 CFR 1321.55(b)] 
 

ARTICLE III.  CONTINUITY OF SERVICE AND TRANSITION PLAN 
 
A. In the event of a change in HICAP subcontractors, the Contractor shall assure 

that a subsequent HICAP subcontractor is available to complete any open cases 
or transactions during the transition period.  This shall include Medicare appeals 
and timelines with the Centers for Medicare & Medicaid Services or hearing 
officers. 
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ARTICLE III.  CONTINUITY OF SERVICE AND TRANSITION PLAN (Continued) 
 
B. The Contractor shall submit a transition plan to CDA within fifteen (15) days of 

CDA’s written Notice of Termination or Contractor’s Notice of Intent to Terminate.  
The transition plan must be approved by CDA and shall at a minimum include the 
following: 

 
1. A description of how open or active counseling and legal cases (if 

applicable) shall be transitioned to the new Contractor. 
 

2. A description of how names, addresses, and telephone numbers of 
current clients will be handled and transferred to the new Contractor. 
 

3. A description of how clients will be notified about the change in and 
continuation of, their HICAP services. 
 

4. A description of how communications with other HICAP sites, local 
agencies and advocacy organizations shall be made to assist in locating 
alternative services as needed. 
 

5. A description of how community referral sources will be informed of the 
pending termination of this HICAP Contract or subcontract and the 
transition and provision of services. 
 

6. A description of how sensitive and confidential records will be transferred. 
 

7. A description of adequate staff to provide continued service through the 
term of the existing Contract.  [22 CCR 7206(e)(4)] 
 

8. A plan to conduct a property inventory and transfer, or return to CDA all 
equipment purchased with HICAP funds as directed by CDA. 
 

9. Additional information as necessary to effect a safe transition of clients 
from the outgoing Contractor or Subcontractor to the new Contractor or 
Subcontractor. 

 
C. The Contractor shall require a subcontractor, in the event of a change of a 

HICAP subcontractor providing services, either as a result of a routine 
procurement process or a subcontract termination, to submit a transition plan to 
the Contractor upon written Notice of Termination by the Contractor or Notice of 
Intent to Terminate by the Subcontractor.  The Contractor shall submit the 
transition plan to CDA at least fifteen (15) days prior to the termination of the 
Subcontract, in accordance with Exhibit E, Article III. of this Agreement.  The 
transition plan must be approved by CDA prior to implementation. 
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ARTICLE III.  CONTINUITY OF SERVICE AND TRANSITION PLAN (Continued) 
 

D. The Contractor shall implement the transition plan as approved by CDA. 
 

E. CDA will monitor the Contractor’s progress in carrying out all elements of the 
transition plan. 
 


